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INTRODUCTION 
 

The Board of Directors of NEUMÁTICA DEL CARIBE has adopted a "Zero Tolerance" policy against Fraud, 
Corruption, and Bribery as an unwavering position of the organizational work. We understand the importance of 
doing things right and therefore define the corporate values that guide our actions and the daily challenges and 
tasks. 

We understand that, in the way we do business, we prioritize institutional principles and values in achieving 
corporate objectives; that is why we have adopted the Program of Transparency and Business Ethics, hereinafter 
PTEE, in order to guarantee the continuity and sustainability of business, seeking to safeguard the reputational 
capital of the Organization and contributing to positively impact the communities where we operate. 

This manual of the Program of Transparency and Business Ethics is part of the Compliance Program of 
NEUMÁTICA DEL CARIBE S.A. 

Date of approval by the Board of Directors in meeting # 142: 04.07.2023. 
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1.OBJECTIVE 
 

To establish guidelines for the prevention and detection of transactions and third parties related to corruption 

and bribery practices that are detrimental to the interests of the company, its counterparties, and the established 

corporate values, in accordance with the provisions of External Circular 100-000011 of 2021 of the 

Superintendency of Companies. 

2. SCOPE 
 

This Manual is mandatory for all types of transactions carried out by NEUMÁTICA DEL CARIBE S.A. and 

considers the general framework to prevent and mitigate Corruption and Bribery risks, hereinafter C/ST. 

This Manual will establish parameters of behavior to prevent, through its employees, contractors, or those acting 

on its behalf, from giving, offering, or promising a public servant in Colombia or abroad any sum of money, object, 

or any other benefit in exchange for the latter performing, omitting, or delaying any function of their position. 

Likewise, it will establish a regulation regarding those Counterparties that have been declared responsible for 

the commission of crimes against public administration or any of the crimes contemplated in Law 1474 of 2011, 

as well as those that have been declared administratively responsible for the conduct of transnational bribery. 

 

3. DEFINITIONS 
 

The terms that appear below, and that in the text of the Manual appear written with their first letter in uppercase, 

will have the following meaning, unless the natural meaning is clearly different from the context: 

Courtesies: include any type of courtesy or invitation, other than a gift. 

Final Beneficiary: It is the natural person who owns or controls a Counterparty, also including the persons who 

exercise the final effective control over a legal entity or entities or owns five percent (5%) or more of the capital 

or the voting rights and/or benefits in five percent (5%) or more of the income, profits, or assets of the legal entity. 

Whistleblower Channel: Confidential reporting mechanism for Counterparties to report irregular behavior, 

which includes, among others, acts of Corruption and/or Transnational Bribery; in NEUMÁTICA DEL CARIBE 

S.A. this Whistleblower Channel will be called the Ethical Integrity Line. 

Counterparty or Third Party: It is any natural or legal person with whom NEUMÁTICA DEL CARIBE S.A. has 

or intends to have commercial or civil or labor ties, including, but without limitation, shareholders, employees, 

clients, and suppliers. 

Corruption: Article 250-A of the Penal Code defines it as the action in "whoever directly or through an 

intermediary promises, offers, or grants to directors, administrators, employees, or advisors of a company, 

association, or foundation a gift or any unjustified benefit to favor him or a third party." 

Gift: is the delivery of gifts or favors that is made in exchange for something in the act or in time, in which 

NEUMÁTICA DEL CARIBE S.A. can influence or have any benefit. 

Basic Due Diligence - DDB: It is the process by which Counterparties are investigated and known. 

Enhanced Due Diligence: It is the process by which NEUMÁTICA DEL CARIBE S.A. investigates the alerts of 

the Basic Due Diligence. 
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Travel Expenses: are the amounts given to a traveler for maintenance, which includes lodging, food, laundry, 

and transportation. 

Restrictive Lists: These are national and international databases that collect information, reports, and 

backgrounds of different organizations of natural and legal persons that may present suspicious activities, 

investigations, processes, or convictions for different crimes related to Corruption and/or Transnational Bribery. 

Risk Matrix: It is the tool to identify the most significant risks inherent in the activities of NEUMÁTICA DEL 

CARIBE S.A. 

Manual: It is this document called the Program of Transparency and Business Ethics or PTEE that, together 

with the annexes, the guidelines, procedures, and specific instructions, are aimed at implementing the 

identification, detection, prevention, and management to mitigate the Risks of Fraud, Corruption, and 

Transnational Bribery that may affect NEUMÁTICA DEL CARIBE S.A. 

Compliance Officer: It is the natural person designated by NEUMÁTICA DEL CARIBE S.A. as responsible for 

promoting, developing, and ensuring compliance with the specific procedures for prevention, updating, and 

mitigation of the C/ST Risk. 

Sponsorship: is the financial support granted to an activity or third party in exchange for consideration, generally 

for advertising purposes. 

Politically Exposed Persons or "PEP": are public servants, when in the positions they occupy, they have under 

their direct responsibility or by delegation, the general direction, formulation of institutional policies, and adoption 

of plans, programs, and projects, the direct management of goods, money, or securities of the State.    

Disclosure and Communication Plan: It is the training and promotion program, to the Counterparties, of the 

issues related to C/ST. 

Gift: Includes all types of gifts or presents of a material nature, whether consumable or not, and correspond to 

a voluntary act of the person who delivers it, without any consideration. 

Corruption and Transnational Bribery Risk or C/ST Risk: It is the possibility that, by action or omission, 

NEUMÁTICA DEL CARIBE S.A. is used or linked directly or indirectly with acts of Corruption and/or 

Transnational Bribery. 

Transnational Bribery: Article 433 of the Penal Code defines it as the action in which "gives, promises, or offers 

a foreign public servant, for the benefit of this or a third party, directly or indirectly, sums of money, any object of 

pecuniary value, or other benefit or utility in exchange for this performing, omitting, or delaying any act related to 

the exercise of their functions and in relation to an international business or transaction."    

 

4. OF THE PROGRAM OF TRANSPARENCY AND BUSINESS ETHICS (B.T.E.P) 
 

The Program of Transparency and Business Ethics will be under the design, supervision, and direction of the 

Compliance Officer of NEUMÁTICA DEL CARIBE S.A., who, together with the legal representative, will present 

it to the responsible body; the board of directors will carry out the corresponding approval and adoption 

procedures. 

The Manual will be reviewed and updated every two years or whenever circumstances warrant it; reviews should 

be made in order to guarantee efficient, effective, and timely operation. 

The Program of Transparency and Business Ethics contemplates the stages of i) Identification, ii) Measurement 

or Evaluation, iii) Control, and iv) Risk Monitoring. 
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4.1 IDENTIFICATION OF THE RISK OF CORRUPTION AND TRANSNATIONAL BRIBERY 

Risk Identification 

The warning signs will frame the identification of the C/ST risk in NEUMÁTICA DEL CARIBE S.A. Thus, in Annex 

#2 of this PTEE Manual, some warning signs related to: 

• Accounting records, operations, and financial statements: 

• Corporate structure or the corporate purpose of the Counterparties. 

• The analysis of the transactions to be carried out or the type, amount, and purpose of the contracts to 

be concluded. 

• The relationship and behavior of employees in the performance of their duties. 

• In general, for all Counterparties with whom NEUMÁTICA DEL CARIBE S.A. has any type of 

relationship. 

The above will be a frame of reference for the identification of risk factors and their causes. 

Identification of Risk Factors 

NEUMÁTICA DEL CARIBE S.A. will identify the risk factors of Corruption and Transnational Bribery to which it 

is exposed in operations with Counterparties. 

The risk factors specific to NEUMÁTICA DEL CARIBE S.A. will be taken into account, and through the defined 

control mechanisms, the associated risks will be mitigated. 

In the identification of risks, all those behaviors susceptible to materializing as a risk of corruption or transnational 

bribery or associated risk factors will be considered, taking into account: 

• The type of contractual relationship. 

• Type of Counterparties. 

• Risks of the Counterparties according to their nature. 

• Country risk according to the jurisdiction of the Counterparties. 

• Economic risk. 

The activities inherent to this stage of the PTEE will be updated at least every two years. 

Likewise, periodic Basic Due Diligence and Enhanced Due Diligence as needed for the Counterparties, aimed 

at identifying irregular actions relevant to the C/ST Risk, will be implemented. 

The methodology for the identification of risks is found in ANNEX #4 - METHODOLOGY FOR THE 

MANAGEMENT OF CORRUPTION AND TRANSNATIONAL BRIBERY RISKS of this PTEE Manual. 
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4.2 MEASUREMENT OR EVALUATION 

The measurement and evaluation of the C/ST Risk will determine the probability of occurrence and impact, in 

case it materializes. 

"The evaluation will be carried out based on the Risk Matrix M-MN-06-01 PTEE RISK MATRIX designed with 

the methodology for measuring risks through the assessment of the probability and impact for each identified 

risk event. 

The measurement of the C/ST risk factors requires the determination of the inherent risk level. This analysis is 

done following the parameters of the Delphi method (Expert Opinion), which effectively allows qualifying each of 

the identified risk factors, the application of the standards of the ISO 31000 technical standard, the Australian 

Standard (AS/NZS 4360:1999), as well as the study of relevant literature for the management of the C/ST risk. 

The Risk Matrix will be updated at least every two years, considering the incursion into new markets and the 

offering of new products or services, and must have an analysis of the residual risk resulting from said 

measurement. 

The residual risk resulting from the evaluation, considering the implemented controls, is "moderate" for each risk 

and risk factor associated with C/ST. 

This risk level is based on the evaluation of two key elements: 

• Impact of the Risks Associated with C/ST: It has been identified that the risks linked to C/ST have a 

maximum possible impact, classified as "Significant." This classification is based on the intrinsic nature 

of these risks and their potential to adversely affect the Company. 

• Effectiveness of the Designed Controls: The controls designed and applied in the company are robust 

and align with the identified risk level. In general, these controls have a preventive approach that is 

consistent with the Company's risk culture. 

It is important to highlight that, given the potential impact of C/ST risks, it is unlikely that any risk will receive a 

"low" rating; the foregoing considering that this evaluation is based on the interaction between the impact level 

of the risks and the effectiveness of the corresponding controls. 

Consequently, in NEUMÁTICA DEL CARIBE S.A., it has been considered pertinent to maintain constant 

vigilance over the exposure levels and the effectiveness of the implemented controls. 

4.3 RISK CONTROL 

Once the risk and the possibility of impact are defined, the administration must establish the control mechanisms 

for the mitigation of the Corruption and Transnational Bribery Risk. 

Management in relations with state entities or in international business or transactions and Due Diligence 

processes will be considered, among others. 

Within the framework of the PTEE, the following measures will be adopted in NEUMÁTICA DEL CARIBE S.A." 

4.3.1 GENERAL GUIDELINES 

In NEUMÁTICA DEL CARIBE S.A.: 

▪ The highest standards of transparency and business ethics must be maintained, avoiding corrupt practices 

in all commercial transactions. All employees will be committed to doing business the right way, complying 

with the standards established in the Business Integrity Code and corporate governance guidelines.  
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▪ The adopted position of zero tolerance against fraud, Corruption, and Bribery will be guaranteed. The 

corresponding administrative measures will be applied to the violation of this provision as established in the 

sanctioning framework of NEUMÁTICA DEL CARIBE S.A.  

▪ It will act with honesty, and bribes or gifts will not be accepted or offered, directly or indirectly. No Bribe will 

be paid, offered, accepted, or paid, nor will anything of value be given to a public official, in order to obtain 

business or any benefit.  

▪ It will act with caution and prudence. Due Diligence will be carried out on every Counterparty, prior to their 

engagement, and the necessary preventive and corrective controls will be implemented for their adequate 

and timely detection and management.  

▪ The information of third parties will be respected. All information related to the PTEE will be confidential; 

and the recommendations of the Compliance Officer will be followed.  

▪ It will act transparently with financial information. Information and financial records will be used responsibly, 

in such a way that they truthfully, clearly, and in detail reflect the company's economic operations as a 

reliable basis and that it does not conceal payments for acts of bribery or corruption.  

▪ Any type of information, doubt, or suspicion of acts of fraud, including Bribery and Corruption, and other 

conduct that violates the PTEE, must be reported through the reporting mechanisms. All cases received will 

be analyzed and managed.    

▪ It will work collaboratively. An environment of mutual collaboration will be promoted with the different 

stakeholders that allows assuming strategies for the prevention of Bribery and Corruption; therefore, no type 

of reprisal will be generated against employees who report related conduct.  

▪ Good judgment and common sense will be applied in dealings with public officials. When interactions with 

these officials occur, all applicable laws must be complied with.  

▪ If carried out, it will act with transparency in political activities. High standards of relationship will be 

maintained with candidates for popularly elected positions.  

▪ The interests of NEUMÁTICA DEL CARIBE S.A. will be placed before personal interests. It will be ensured 

that the decisions in which one participates are free of conflicts of interest.  

 

Regarding the control mechanisms that are available, it is established that: 

 

▪ The risk matrix described in the previous section will include the control mechanisms to be implemented for 

each risk.  

▪ The controls provided in this manual will apply to Counterparties and Final Beneficiaries in any labor, 

commercial, or corporate relationship, as the case may be:  

▪ Prior to establishing a contractual relationship.  

▪ With permanent monitoring while it is maintained; thus:  

Annually through transactional monitoring 

On demand, according to the generation of alerts in the contractual relationship. 

▪ At the end of the engagement and after it, considering that the reactivation of a Counterparty must meet the 

same requirements established as if it were an initial engagement. 

▪ In the event that the information provided by a Counterparty could not be confirmed or is inaccurate, false, 

or allegedly false; it must be reported to the Compliance Officer through the established channel, and no 

relationship may be initiated or increased until the respective validations are made. If the veracity of the 

information cannot be validated, it will be understood that it was not provided, and therefore the relationship 

cannot be initiated or the existing one must be terminated, unless the board of partners of NEUMÁTICA 

DEL CARIBE S.A. provides otherwise. 

▪ "All suppliers participating in bidding processes shall declare any conflict of interest that may affect the 

transparency of the process.  

▪ All information related to the PTEE will be confidential; except for the corresponding authorizations from the 

administration and/or order from a competent judicial or administrative authority.  

▪ No employee shall have the authority to provide information to Counterparties about the analysis and 

monitoring procedures.  



 
PROGRAM OF TRANSPARENCY AND 

BUSINESS ETHICS (B.T.E.P) 

CÓDIGO: PR-14 

VERSIÓN: 0 

REVISIÓN: 0 

VIGENCIA: 16/03/2026 

HOJA 9 de 53 

 
4.3.2 GOVERNANCE OF THE PTEE 

The bodies responsible for ensuring the implementation, execution, and monitoring of the PTEE will be: 

-Board of Directors.  

-Legal Representative.  

-Process Manager.  

-Compliance Officer.  

-Audit / Statutory Audit.  

 

The functions are detailed in this PTEE Manual.  

 

       4.3.3. AWARENESS AND TRAINING 
 

An Annual Disclosure and Training Plan will be created, which will include the target audiences and will consider 

not only mechanisms for correct pedagogy but also a communication strategy through publications in print or 

virtual media.  

 

For the case of in-person and virtual training, an attendance record will be kept, with the date of the activity and 

the topics covered. For disclosures made through other means, evidence of the information disclosed will be 

retained.  

 

This disclosure process will include, among other things, alerts regarding possible acts of corruption or bribery 

that may occur with public officials or in dealings with other Counterparties; it will also include the guidelines 

established in the Business Integrity Code and others that complement it, such as those on conflicts of interest, 

granting of gifts and courtesies, relationships with stakeholders, as well as the due diligence that must be carried 

out on Counterparties in the processes of engagement, duration of the contractual relationship, and after it.  

 

4.3.4. BASIC DUE DILIGENCE 

 

4.3.4.1 Due Diligence Principles 

 

In accordance with the provisions of Law 2195 of 2022, NEUMÁTICA DEL CARIBE S.A. must carry out due 

diligence measures that allow, among other purposes, the identification of the Final Beneficiaries, taking into 

account at least the following criteria: 

 

▪ The natural person, legal entity, unincorporated structure, or similar with whom the legal transaction or state 

contract is entered into will be identified.  

▪ The Final Beneficiaries and the ownership and control structure of the legal entity, unincorporated structure, or 

similar with which the legal transaction or state contract is entered into will be identified, and reasonable 

measures will be taken to verify the information reported.  

▪ Information will be requested and obtained to determine the purpose of the contractual relationship. When the 

state entity is the contracting party, it must obtain information that allows understanding the corporate purpose 

of the contractor.  

▪ Due diligence of the contractual relationship will be carried out continuously, examining the transactions carried 

out throughout that relationship to ensure that the transactions are consistent with the knowledge of the natural 

person, legal entity, unincorporated structure, or similar with whom the legal transaction or state contract is 

carried out, its commercial activity, risk profile, and source of funds.  

 

The information provided by the Counterparty must be kept up to date.  
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 4.3.4.2. Basic Due Diligence – DDB: 

 

Basic Due Diligence (DDB) will be carried out on all Counterparties with whom a relationship is intended.  

The provision of information from all Counterparties will be required as a condition for contracting, including, 

among others, the following: 

 

• Identification of the Counterparty, including those unincorporated or similar structures.  

• Identification of the Final Beneficiaries and ownership and control structure, in the case of a legal entity.  

• Purpose of the contractual relationship, based on the purpose and complexity of the contracts, the amount 

of remuneration, and the jurisdictions where they carry out their activities.  

 

Without exception, all Counterparties must provide the information required as a fundamental requirement for 

their engagement; refusal will be classified as a warning sign that will generate non-engagement or 

disengagement, as the case may be.  

 

The information provided will be validated in the Restricted Lists, and Counterparties will be required to make a 

commitment to prevent Corruption and Transnational Bribery.  

 

Likewise, commercial contracts will stipulate that violation of this declaration will result in termination of the 

contract.  

 

NEUMÁTICA DEL CARIBE S.A. will not initiate relationships with Counterparties that have been convicted in 

the first instance of Crimes Against Public Administration, Corruption, and/or Transnational Bribery or that have 

definitive administrative acts of the Office of the Attorney General and/or the Comptroller General, even when 

the legality control mechanism is still susceptible; except if the board of partners of NEUMÁTICA DEL CARIBE 

S.A. provides otherwise.  

 

This guideline will also apply to the results of Counterparty monitoring.  

 

In the due diligence process, the Compliance Officer, the legal representative, or the whistleblower channel must 

be promptly informed of any act of alleged bribery or corruption by a Counterparty with an employee of 

NEUMÁTICA DEL CARIBE S.A. or a third party acting on its behalf.  

 

The Basic Due Diligence and Enhanced Due Diligence processes will consider the conduct established by Law 

1778 of 2016, Law 1474 of 2011, Law 2111 of 2021, and Law 2195 of 2022, within the framework of crimes 

against public administration, acts of corruption and transnational bribery, crimes against natural resources and 

the environment, and, among others, practices against free competition.  

 

Evidence of these diligences must be retained.  

 

The procedure is found in section 3 of ANNEX #5 - PROCEDURE FOR BASIC DUE DILIGENCE AND 

ENHANCED DUE DILIGENCE of this PTEE Manual.  

 

4.3.4.3 Enhanced Due Diligence 

 

The Compliance Officer may carry out Enhanced Due Diligence when the circumstances of mode, time, place, 

habits, and transactions of the Counterparty so warrant.  

 

This implies an advanced knowledge of the Counterparty and its Final Beneficiary, as well as the origin of its 

resources, in such a way that they do not come from acts of corruption or bribery, which will include activities 

additional to those carried out in the Basic Due Diligence.  
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The results will be disclosed to the process managers to determine the engagement or continuation of the 

relationship, provided that it does not contradict the provisions of the previous section.  

 

Evidence will be retained.  

 

The procedure is found in ANNEX #5 - PROCEDURE FOR BASIC DUE DILIGENCE AND ENHANCED DUE 

DILIGENCE of this PTEE Manual.  

 

4.3.4.4 Counterparty Monitoring 

 

Basic Due Diligence (DDB) will be carried out annually on all Counterparties with whom NEUMÁTICA DEL 

CARIBE S.A. has any relationship.  

 

Contracts must include provisions that allow the materialization of this control.  

 

Evidence of this monitoring must be retained. 

 

 4.3.5 PROCEDURE FOR HANDLING POLITICALLY EXPOSED PERSONS – PEP’S. 

Considering the potential C/ST risk that could be established with people with PEP status, Enhanced Due 

Diligence will be carried out prior to their engagement; likewise, they will be under permanent monitoring during 

the contractual relationship and even after its termination if they intend to be engaged again. 

This Enhanced Due Diligence will extend to i. the spouses and permanent partners of the PEP; ii. their relatives 

up to the second degree of consanguinity and first civil degree; and iii. Close Associates. 

When the result of the Enhanced Due Diligence is investigations or unconfirmed information, the decision to 

contract will be the responsibility of the process owner. 

The Compliance Officer in the periodic report will indicate the relevant information with the PEPs with whom 

there is a relationship, generating the alerts he deems pertinent. 

 4.3.6 SPECIAL GUIDELINES AND PROCEDURES 

The minimum procedures and guidelines that must be adopted by NEUMÁTICA DEL CARIBE S.A. are               

detailed below. 

4.3.6.1 Receipt and Granting of Gifts and Courtesies. 

As a general guideline, neither employees nor Counterparties, nor intermediaries should give, receive, or offer 

items or gestures considered as gifts or courtesies; therefore, they will also not be delivered or received when 

they are in exchange for granting any advantage in a negotiation process or when the decision-making that may 

directly affect or benefit a Counterparty is pending. 

The guidelines will be established in the Guideline for Receipt and Granting of Gifts and Courtesies that 

contemplated in Annex #12 of this manual. 

 

 

4.3.6.2 Remuneration and Commission Payments to Employees and Counterparties. 
 

• To Employees. 
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In NEUMÁTICA DEL CARIBE S.A., the guideline for developing our compensation practices will be the Salary 
Policy defined by the Board of Directors of NEUMÁTICA DEL CARIBE S.A., which is adopted by the Legal 
Representative. This policy determines how we pay our employees, with the purpose of guaranteeing equity and 
competitiveness. It is emphasized that compensation and the payment of bonuses to employees is only permitted 
within the framework of the employment contract entered into between them and NEUMÁTICA DEL CARIBE 
S.A, and always under the parameters dictated by our salary policy and supplementary guidelines.    
 
The provisions of said policy and guidelines are related to salary assignment at different times of the employment 
relationship, based on the job level, its valuation, and the internal salary range. These guidelines also determine 
the salary regime and supplementary variable schemes according to the role and contribution. The foregoing, 
seeking in this way to retain current employees for their performance and potential, as well as to attract new 
talent through competitive compensation.   
 
The main elements of this Policy are the following: 
 

• Determine the optimal payment level of employees based on the correlation between the impact 
of positions on organizational results (Equity) and market remuneration levels (Competitiveness).  

• Compensate according to the level of responsibility and complexity of the position (Internal 
Equity).  

• Compensate the employee according to their effort and in accordance with the performance and 
valuation of their position.  

• Define the supplementary models that compensate for the results at certain levels of organization.  

Only remunerations and commission payments to employees within the framework of the employment contract 
entered into between them and NEUMÁTICA DEL CARIBE S.A. will be permitted.  

• To Counterparties/Contractors. 

NEUMÁTICA DEL CARIBE S.A. recognizes that payment to contractors is a crucial part of our interaction with 
external suppliers and independent contractors. Through this manual, our commitment to fairness, justice, and 
compliance with all applicable laws and regulations regarding payment to contractors is reaffirmed.  

We understand that payment to contractors is not only a financial matter but also a manifestation of our values 
and our responsibility towards our stakeholders and society in general. Therefore, our procedures related to this 
include aspects such as:    

• The guiding principles that direct our commitments and obligations towards our contractors. 

• The necessary requirements in the contracting and selection procedures of contractors. 

• The terms of payment and management of the same are based on the provisions of the contracts. 

• Resolution of conflict-of-interest situations and possible ethical violations. 

• Communication and reporting channels are available for our employees and contractors. 

Additionally, NEUMÁTICA DEL CARIBE S.A. declares that intermediaries or third parties shall not be used to 
make inappropriate payments; facilitation payments (payments given to an official or businessperson to expedite 
a procedure) are prohibited. Such payments must not be made, not even if they are a common practice in a 
particular country. Commissions or remunerations in transnational transactions or businesses may also not be 
accepted, and limitations are even established regarding the receipt of gifts, as outlined in the Guideline for 
Receipt and Granting of Gifts and Courtesies. 

NEUMÁTICA DEL CARIBE S.A. will not pay employees of contractors directly, either for work performed or as 
payment for favors. All payments must be channeled directly through the Contractor/Counterparty with whom 
there is a direct contractual relationship. 

The aforementioned guidelines regarding payment and compensation to both employees and counterparties 

are found in ANNEX #6 – GUIDELINE FOR THE PAYMENT OF COMPENSATION AND PAYMENT OF 

COMMISSIONS TO EMPLOYEES AND COUNTERPARTIES of this PTEE Manual."  
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4.3.6.3 Whistleblower Protection  

NEUMÁTICA DEL CARIBE S.A. will protect employees from retaliation against complaints filed through the 
Whistleblowing Channel. 

 The guidelines of the Business Integrity Line will establish, in addition to the required line of investigation, the 
strict prohibition of anyone retaliating against a whistleblower who files a complaint in good faith. Retaliation is a 
violation of the Business Integrity Code, and any action of this type will be subject to investigation and 
corresponding disciplinary sanctions. 

4.3.6.4 Political Contributions.  

 
With prior authorization from the Board of Directors of NEUMÁTICA DEL CARIBE S.A., it may contribute to 
political campaigns at the national or local level. These contributions will be based on the importance of 
supporting the development of Colombian democracy and only political parties or candidates whose moral values 
and track record are in line with the Organization's values may be beneficiaries. 
 
 In ANNEX #7 – PROCEDURE FOR RELATIONS WITH STAKEHOLDERS AND PARTICIPATION IN POLITICS 
NEUMÁTICA DEL CARIBE S.A. establishes the procedure for relations with interest groups and participation in 
politics. 

4.3.6.5 Interaction with public officials.  

When employees or intermediaries interact with public officials, they must act with integrity and honesty, and be 

open and transparent about the purpose of the meeting, their identity, and their relationship with NEUMÁTICA 

DEL CARIBE S.A.  

In meetings with public officials, it is recommended that there be at least two delegates from NEUMÁTICA DEL 

CARIBE S.A. in order to guarantee transparency.  

Any lobbying activity, if carried out, will be free of acts of Corruption or Bribery at the national or international 

level, whether carried out by employees or third parties who represent NEUMÁTICA DEL CARIBE S.A. 

 In ANNEX #7 – PROCEDURE FOR RELATIONS WITH STAKEHOLDERS AND PARTICIPATION IN POLITICS 

NEUMÁTICA DEL CARIBE S.A. establishes the procedure for relations with interest groups, including public 

officials, and participation in politics. 

4.3.6.6 Donations.  

NEUMÁTICA DEL CARIBE S.A. may make donations to political parties or movements, campaigns, or 

candidates whose moral values, orientation, and track record are in line with its values.  

The beneficiaries of the donations must: 

• Know and accept the donation guidelines of NEUMÁTICA DEL CARIBE S.A. 

• Allocate the donated resources to the development of the stated purposes. 

• Use the company name or corporate name, trade names or signs, brands, or images of the company 
only with prior and express authorization from the donor. 

• Comply with the policies and guidelines of NEUMÁTICA DEL CARIBE S.A., including, but not limited 
to the Business Integrity Code, the respective SAGRILAFT manual, this PTEE Manual, and other 
applicable ones. 

For donations, the following requirements will be considered: 

• Without exception, a Due Diligence process will be carried out on the beneficiaries of the donations to 
accredit their suitability and that they are aligned with the principles of transparency and integrity of the 
company. 
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• In no case will the donation represent a commitment or have the intention of a specific benefit for the 
company. 

• Donations may be made without the need for a written contract, when the object of the donation does 
not exceed 50 SMLMV (Statutory Monthly Legal Minimum Wages). In this case, when a document 
proving the payment, whether in cash or in kind, is not generated, the beneficiary must sign a certificate 
of receipt of the donation, indicating the date and the amount received to their full satisfaction. 

• For donations exceeding 50 SMLMV, a contract must be made, duly signed by the parties, previously 
reviewed and approved. 

• Comply with the other legal requirements. 

       4.3.6.6.1 Donations in cash 

• The authorization of cash donations will only be the power of the Board of Directors of NEUMÁTICA 
DEL CARIBE S.A., the general management of NEUMÁTICA DEL CARIBE S.A., legal 
representative of NEUMÁTICA DEL CARIBE S.A. 

• When it corresponds to the board of directors of NEUMÁTICA DEL CARIBE S.A. approval of cash 
donations, it will be governed by the provisions of its bylaws. 

• The payment of cash donations will be made by transfer to the beneficiary's bank account or to a 
trust constituted by the beneficiary whose purpose is related to the development of their activity, 
after due diligence. 

• The approval levels are described below, according to the amount designated for cash donations: 

 

Donation Amount Approval Level 

0 – 10 SMLMV Legal Representative of NEUMÁTICA DEL CARIBE S.A. 

10 – 500 SMLMV General Manager NEUMÁTICA DEL CARIBE S.A. 

500- 1000 SMLMV Board of Directors of NEUMÁTICA DEL CARIBE S. A 

 

4.3.6.6.2 In-kind donations 

In-kind donations will be delivered to the beneficiary and authorized by the legal representative of 
NEUMÁTICA DEL CARIBE S.A. 

Here are the approval levels, according to the amount designated for in-kind donations: 

Donation Amount Approval Level 

0 – 50 SMLMV Legal Representative of NEUMÁTICA DEL CARIBE S.A. 

50 – 500 SMLMV General Manager NEUMÁTICA DEL CARIBE S.A. 

500- 1000 SMLMV Board of Directors of NEUMÁTICA DEL CARIBE S. A 

 

ANNEX #8 – DONATION GUIDELINE governs the entire procedure and establishes the guidelines that 
must be followed before carrying out the donations referred to in these sections. 
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4.3.6.7 Control and Audit 

Internal and external oversight bodies shall verify the accuracy of the accounting records and ensure that no 

direct or indirect payments related to bribery, gifts, kickbacks, or other corrupt practices are concealed in any 

transfers of money or other assets between NEUMÁTICA DEL CARIBE S.A and any third parties. 

This same verification must be conducted in transactions with its Counterparties, including public entities. 

Likewise, they shall ensure that employees fulfill their duties regarding the prevention of fraud and corruption 

within the company. 

This same verification must be carried out in the transactions with its counterparties, including public entities. 

Likewise, they shall ensure compliance with the employees' duties regarding the prevention of fraud and 

corruption within the company." 

4.3.6.8 Procedure for Handling Cash Transactions 

At NEUMÁTICA DEL CARIBE S.A, cash payments will only be accepted in cases where their nature inherently 

requires it, and they may not exceed $10,000,000. 

 

NEUMÁTICA DEL CARIBE S.A will make payments via electronic transfer to bank accounts authorized by the 

counterparty, and the account holder must be the natural or legal person with whom the commercial 

relationship was established, unless expressly authorized by the process manager. 

In cases where it is strictly necessary to carry out a cash transaction exceeding the aforementioned amounts, 

the respective registration and reporting must be fulfilled as follows: 

 
Clients 

The accounts receivable department must inform the Compliance Officer if cash transactions equal to or 

greater than $10,000,000 or its equivalent occur. 

 

Suppliers 

The Corporate Treasury must inform the Compliance Officer monthly about any cash transactions equal to or 

greater than $10,000,000 or its equivalent. 

In any case, the Compliance Officer must be informed of any unusual operations observed. 

 

 

 

4.3.6.9 Procedure for Managing Petty Cash or Permanent Funds 

NEUMÁTICA DEL CARIBE S.A will maintain a petty cash fund, referred to as a “permanent fund,” consisting of 
a constant monetary reserve used to cover expenses such as advances to drivers, messengers, salespeople, 
refreshments, photocopies, errands, taxis, and buses, among others. This fund will be regulated by Corporate 
Treasury. 

To ensure proper control over the handling of this fund: 

• The amount delivered for the fund will cover expenses for a 15-day period and will be managed through 
a debit card, ensuring that all movements are processed through the financial system. 
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• All expenses must be properly accounted for, complying with the requirements established for the 
creation of counterparties as described in previous sections; the sales manager at each plant must 
report to the Compliance Officer any irregularities observed in these transactions related to potential 
acts of corruption, fraud, or bribery. 

• Only Corporate Treasury is authorized to manage and control the issuance and contracting of these 
debit card services. 

• If payments to a supplier through this fund become recurrent, the supplier must be formally registered 
with the company and meet all required conditions. 

• A maximum of five transactions per month may be carried out, with a limit of $3,000,000 per transaction. 
Any amount exceeding this must be authorized by the sales management. 

4.3.6.10 Document Management 

The integrity, reliability, availability, compliance, effectiveness, efficiency, and confidentiality of information 

related to the PTEE (Transparency and Business Ethics Program) shall be guaranteed. 

In order to support and monitor operations carried out by the company that may be susceptible to acts of 
corruption or bribery, the filing and preservation of documentation must be ensured, without exception, to 
support, among others: 

All types of international business and transactions carried out directly by the company or through a third party. 

All types of relationships with PEPs (Politically Exposed Persons) and foreign public officials. 

The retention period for information related to the PTEE is 10 years, in accordance with Article 28 of Law 962 of 
2005, or the regulation that modifies or replaces it regarding recordkeeping and commercial papers, and in any 
case, not less than 5 years from the date the contractual relationship with the counterparty ends. 

The guidelines for document management within NEUMÁTICA DEL CARIBE S.A are described in ANNEX #11 
– DOCUMENT MANAGEMENT PROCEDURE of this PTEE Manual. 

4.3.6.11 Non-Compliance with Guidelines 

Violations of this Manual will be sanctioned in accordance with the procedures established in the Internal Work 
Regulations of NEUMÁTICA DEL CARIBE S.A, relating to breaches of legal and regulatory norms; therefore, 
the applicable disciplinary framework will be the one outlined therein. 

4.4 MONITORING 

The following monitoring activities will be carried out on Counterparties in order to detect any behavior related to 

acts of Corruption and/or Transnational Bribery:  

• Annual Basic Due Diligence (BDD) for all counterparties with whom the company maintains operations. 

• Review of Counterparties involved in Unusual Transactions. 

• Monitoring of Counterparties classified as Politically Exposed Persons (PEPs). 

• Monitoring of Counterparties and Ultimate Beneficial Owners (UBOs), as applicable: 

• Through continuous monitoring while the relationship is active, and 

• At the end of the employment, commercial, or corporate relationship and thereafter, considering that 

the reactivation of a Counterparty must meet the same requirements as an initial onboarding. 
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4.4.1 Whistleblower Channel 

NEUMÁTICA DEL CARIBE S.A provides an Integrity Line as a confidential and anonymous reporting 

mechanism for employees, managers, shareholders, contractors, individuals related to the above, and, in 

general, any person who becomes aware of conduct involving Fraud, Corruption, and/or Transnational 

Bribery. 

Reports received through this channel will be investigated, and the responsible area will take the appropriate 

actions. 

Good faith will be presumed in all reports, and retaliation against any counterparty who files a report is strictly       

prohibited. Providing false or bad-faith information will be considered a violation of the Corporate Integrity 

Code. 

The Integrity Line guideline will establish the criteria for managing the Whistleblower Channel, the reporting 

method, and the investigation procedures.  

4.4.2 Reporting of Complaints to Government Authorities 

Once conduct related to acts of Corruption and/or Transnational Bribery is identified by the Compliance 

Officer, they shall notify the process owner and the Legal Representative of NEUMÁTICA DEL CARIBE S.A, 

and will submit the corresponding report to the Superintendence of Companies (Superintendencia de 

Sociedades) in cases of Transnational Bribery, using the designated reporting channels provided by the 

mentioned authorities. 

All supporting documentation related to such reports must be properly stored. 

 

 

 

 

 

 

 

5. ANNEXES 
 

The following annexes are an integral part of this PTEE Manual of NEUMÁTICA DEL CARIBE S.A: 

# Annex Name 

#1 
Regulatory Framework 

 

#2 
Red Flags 

 

#3 
Roles within the Organizational Structure of NEUMÁTICA DEL CARIBE S.A. 

 

#4  Methodology for Managing Corruption/Transnational Bribery Risks 

#5  Basic and Enhanced Due Diligence Procedure 

#6 
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Procedure for Compensation Payments and Commission Payments to Employees and 
Counterparties 

 

#7  Procedure for Stakeholder Engagement and Political Participation 

#8  Donation Guideline 

#9 
Procedure for Handling Cash Transactions 

 

#10 
Guideline for petty cash and permanent funds 

 

#11  Document Management Procedure 

#12 
Guideline on the receipt and giving of gifts and courtesies 

 

#13  Change History 

 

  



 
PROGRAM OF TRANSPARENCY AND 

BUSINESS ETHICS (B.T.E.P) 

CÓDIGO: PR-14 

VERSIÓN: 0 

REVISIÓN: 0 

VIGENCIA: 16/03/2026 

HOJA 19 de 53 

 
ANNEX #1 – REGULATORY FRAMEWORK 

This manual is created in compliance with Chapter XIII of the Legal Basic Circular issued by the Superintendence 

of Companies regarding the Business Transparency and Ethics Program (PTEE). 

 

The following regulations are also applicable for this purpose: 

 

• The Convention on Combating Bribery of Foreign Public Officials in International Business Transactions; 

• The Inter-American Convention against Corruption of the Organization of American States (OAS); 

• The United Nations Convention against Corruption (UNCAC); 

• Law 222 of 1995 

• Law 599 of 2000 

• Law 1474 of 2011 

• Law 1778 of 2016 

• Law 2111 of 2021 

• Law 2195 of 2022 

• External Circular 100-000011 of 2021 from the Superintendence of Companies 

• External Circular 100-000012 of 2021 from the Superintendence of Companies 

 

This manual is aligned with the Corporate Governance Code, the Compliance Program, the guidelines of 

NEUMÁTICA DEL CARIBE S.A., and any other applicable regulations. 

 

 
 
 

***  
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ANNEX #2 – RED FLAGS 

NEUMÁTICA DEL CARIBE S.A. will monitor the following Red Flags: 

a. In the analysis of accounting records, transactions, or financial statements: 

• Transactions with counterparties that are not fully identified. 

• Invoices that appear to be false, do not reflect the reality of a transaction, or are inflated and include 
excessive discounts or reimbursements. 

• Foreign operations with highly sophisticated contractual terms. 

• Execution of business transactions or contracts that are not formalized in writing. 

• Engaging in business with counterparties involved in investigations for Corruption and Transnational 
Bribery. 

• Transfer of funds to countries considered tax havens. 

• Transactions that lack a logical, economic, or practical explanation. 

• Relationships with public officials who delay actions related to their duties without apparent justification. 

• Public officials requesting meetings outside of the official premises of the governmental entity. 

• Transactions outside the ordinary course of business. 

• Transactions where the identity of the parties or the origin of the funds is unclear. 

• Assets or rights listed in the financial statements that lack real value or do not exist. 

b. In corporate structure or corporate purpose: 

• Complex legal structures, particularly those located abroad without apparent commercial, legal, or tax 
benefits, or holding and controlling a legal entity without a commercial purpose, especially if located 
abroad. 

• Legal entities with structures involving domestic trusts, foreign trusts, or non-profit foundations. 

• Legal entities with "offshore entities" or "offshore bank accounts". 

• Non-operational companies as defined by Law 1955 of 2019, or companies that, due to the nature of 
their business, could be reasonably considered "shell companies" with no real commercial 

•  purpose. 

• Companies declared as fictitious suppliers by the DIAN (Colombian Tax Authority). 

• Legal entities where the Final Beneficiary is not identified. 

c. In the analysis of transactions or contracts: 

• Frequent use of consulting contracts, intermediaries, or joint ventures. 

• Contracts with contractors or state entities that merely give an appearance of legality and lack precise 
contractual duties and obligations. 

• Contracts with counterparties that provide services to only one client. 

• Unusual losses or gains in contracts with contractors or state entities. 

• Contracts including unreasonable variable compensations or payments in cash, virtual assets, or in-
kind. 
Payments to PEPs (Politically Exposed Persons) or individuals closely associated with them. 

• Payments to related parties (partners, employees, subsidiaries, branches, etc.) without apparent 
justification. 

For employees, red flags include: 

• Criminal records related to Corruption or Transnational Bribery. 

• Frequently processing transactions involving exceptions or bypassing internal or approval controls. 

• Requesting direct interactions with public officials. 

• Coming from a public entity and being assigned functions to expedite dealings with that same entity. 
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• Unjustified changes in personal or family wealth. 

• Having a lifestyle that does not align with their salary level. 

• Being reluctant to take vacations or to accept changes in roles or promotions that involve ceasing 
current responsibilities. 

General red flags include: 

• Failure to declare a commitment to prevent Corruption and Transnational Bribery. 

• Foreign counterparties involved in complaints or investigations for transnational bribery cases. 

• Counterparties convicted of environmental crimes or violations of antitrust laws. 

• Entities located in jurisdictions with high corruption perception indexes. 

• Basic or Enhanced Due Diligence revealing anomalies in counterparties or the information provided. 

• Any red flags expressly established in applicable current regulations. 
 

 
*** 
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ANNEX #3 – ROLES WITHIN THE ORGANIZATIONAL STRUCTURE OF NEUMÁTICA DEL CARIBE S.A. 

This annex outlines each of the roles and responsibilities related to the Business Transparency and Ethics 

Program (PTEE): 

a) Board of Directors 

• Issue and define the Compliance Program. 

• Define the Compliance Officer's profile in accordance with what is established in the Compliance 
Program. 

• Appoint the Compliance Officer. 

• Approve the PTEE manual. 

• Commit to the prevention of Corruption and Transnational Bribery (C/TB) risks, ensuring that 
NEUMÁTICA DEL CARIBE S.A. conducts its business ethically, transparently, and honestly. 

• Ensure the provision of financial, human, and technological resources necessary for the Compliance 
Officer to fulfill their duties. 

• Review and respond to the management reports submitted by the Compliance Officer; this response 
must be reflected in the meeting minutes. 

• Order appropriate actions against employees and managers who violate the PTEE. 

• Lead a communication and education strategy to effectively disseminate and raise awareness of the 
Compliance Program and the PTEE among the counterparties of NEUMÁTICA DEL CARIBE S.A. 

• Fulfill all other duties established by applicable regulations. 
 

b) Legal Representative 

• Jointly present the PTEE proposal with the Compliance Officer for approval by the Board of Directors. 

• Ensure the PTEE is aligned with the Compliance Program adopted by the Shareholders' Assembly. 

• Provide effective, efficient, and timely support to the Compliance Officer in the design, direction, 
oversight, and monitoring of the PTEE. 

• Efficiently allocate the technical and human resources needed to implement and monitor NEUMÁTICA 
DEL CARIBE S.A.'s PTEE. 

• Ensure the Compliance Officer has the availability and capacity to perform their role effectively. 

• Ensure that all activities carried out under the PTEE are properly documented, complying with 
standards of integrity, reliability, availability, compliance, and confidentiality. 

• When required, certify compliance with these provisions before the Superintendence of Companies. 

• Fulfill all other duties established by applicable regulations. 

c) Process Owners 

• Prevent and control the occurrence of Fraud and C/TB Risks. 

• Promote a culture of compliance with the PTEE within their work area and among colleagues. 

• Promptly report to the Compliance Officer any instances of Fraud or C/TB, as well as any violations of 
applicable laws observed during their duties. 

• Support the Compliance Officer in prevention and control activities to ensure proper risk management. 

• Comply with the requirements of the Superintendence of Companies on these matters. 

• Attend training related to the PTEE. 

• Ensure that no retaliation is taken against any team member who reports acts of Fraud or C/TB. 

• Fulfill all other duties established by applicable regulations. 
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All employees, according to their role, must comply with the provisions implemented for the operation of the 

PTEE; any breaches will be addressed in accordance with the Internal Work Regulations. 

 

d) Internal and External Oversight Bodies 

•  The following are the responsibilities of the statutory auditor and internal audit: 

• Include in the annual plan activities to verify compliance with the system in accordance with applicable 

regulations. 

• Pay close attention to red flags that may indicate a potential act of Fraud or Corruption/Transnational 

Bribery (C/TB) during audit interventions. 

• In the case of the statutory auditor, report any act of Corruption identified in the course of their duties 

to the relevant authorities. 

• Fulfill all other functions established by applicable regulations. 

 

e) Compliance Officer 

The provisions in this section are binding for the Compliance Officer and their alternate, if one is designated. 

Functions: 

• Jointly present the PTEE proposal with the Legal Representative for approval by the Shareholders' 

Assembly. 

• Submit reports to the Shareholders’ Assembly at least once a year. These reports must include, at a 

minimum, the results of the Compliance Officer's management and the organization's performance, as 

well as an evaluation and analysis of the efficiency and effectiveness of the PTEE, and, if necessary, 

propose relevant improvements. 

• Ensure alignment of the PTEE with the Compliance Policies adopted by the Shareholders’ Assembly. 

• Oversee effective, efficient, and timely compliance with the PTEE. 

• Implement and update a Risk Matrix according to the organization’s specific needs. 

• Define, adopt, and monitor actions and tools for detecting C/TB Risk. 

• Ensure implementation of the organization’s whistleblowing channel. 

• Verify that whistleblower protection measures are properly applied. 

• Establish internal investigative procedures within the organization to detect PTEE violations. 

• Coordinate the development of internal training programs. 

• Verify compliance with Due Diligence procedures. 

• Ensure the proper archiving of documentary evidence and other information related to risk management 

and C/TB prevention. 

• Design methodologies for classifying, identifying, measuring, and controlling C/TB Risk as part of the 

PTEE. 

• Conduct evaluations of both PTEE compliance and the C/TB Risk to which the organization is exposed. 

• Fulfill all other functions established by applicable regulations. 

Powers and Profile: 

• The Compliance Officer must meet at least the following requirements: 

• Have decision-making authority for C/TB Risk management and maintain direct communication with 

the Shareholders’ Assembly. 

• Possess sufficient knowledge of C/TB Risk management and an understanding of NEUMÁTICA DEL 

CARIBE S.A.’s business operations. 

• Be supported by a capable human and technical team. 

• Be appointed by the General Shareholders’ Assembly. 
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• Have autonomy regarding the allocation of resources and assignment of functions. 

Conflicts of Interest: 

• The Compliance Officer may not: 

• Act in the same capacity in organizations that compete with NEUMÁTICA DEL CARIBE S.A. 

• Have any connection as a supplier, subcontractor, client, or shareholder of NEUMÁTICA DEL CARIBE 

S.A. 

Disqualifications and Incompatibilities: 

• The Compliance Officer is disqualified or incompatible in the following cases: 

• As stipulated in NEUMÁTICA DEL CARIBE S.A.'s Corporate Integrity Code. 

• Being part of management, social bodies, statutory audit, or internal audit. (This restriction does not 

apply to individuals supporting internal audit functions.) 

• Serving as Compliance Officer in more than ten (10) obligated companies. However, if a business group 

or a declared control situation exists, the Compliance Officer of the parent or controlling company may 

serve all companies within the group, regardless of their number. 

• If they have been judicially found guilty of crimes related to Corruption and/or Transnational Bribery. 

• If they are not domiciled in Colombia. 

*** 
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ANNEX #4 – METHODOLOGY FOR MANAGING CORRUPTION AND TRANSNATIONAL BRIBERY RISKS 

1. Stages of Corruption and Transnational Bribery Risk Management 

Risk management includes the following stages 

a. Identification of Corruption and Transnational Bribery Risks 

"Risk is the effect of uncertainty on the achievement of process objectives." 

The identification stage includes the following activities: 

• Establish risk factors related to corruption and transnational bribery, based on the materiality of 
the Company. 

Risk factors are potential causes that give rise to risk. For NEUMÁTICA DEL CARIBE S.A., the following 
risk factors have been established: 

o Counterparties: A natural or legal person with whom the company has commercial, business, 
contractual, or legal ties. For the group and its companies, counterparties include Clients, Suppliers, 
Employees, Contractors, and Shareholders. 

o Products/Services: Goods and services produced, marketed, or transformed by the Company. 

o Jurisdiction: Refers to the geographical locations where the company operates. 

o Country/Region: Nations or regions with high levels of perceived corruption. 

o Distribution Channels: Refers to the methods of distribution, marketing, or communication with 
customers, suppliers, and other stakeholders. 

o Operations (Processes): Refers to possible risk causes stemming from the design and execution of 
the company’s internal operations or processes. 

• Identify specific risks. 

 
The purpose of this stage is to identify and analyze the risks to which the Company is exposed, taking 
into account the evaluation of both the external and internal contexts. This includes understanding 
external threats, the economic sector, the geographical locations where operations take place, the 
type of clients and suppliers, and the internal processes, among other relevant factors. 

• Identify causes associated with the risks. 

 
This involves identifying potential situations that could lead to the materialization of the risk. These 
causes are associated with the previously established risk factors. 

 

    b.   Risk Measurement 

The measurement of risks associated with Corruption and Transnational Bribery is based on two key factors: 
Probability and Impact. 

Probability refers to the likelihood of the risk occurring within a given time period, while impact refers to the 
effect or consequence the risk may have on the Company if it materializes. 

For risk measurement, it is important to assess the risks at two stages: 

 

 

1. Inherent Risk Assessment: This estimates the probability and impact of the risk without considering 
the existing controls implemented by the Company. 
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2.  Residual Risk Assessment: This is based on the inherent risk assessment plus the strength of the 
controls in place. 

Both the inherent and residual risk assessments rely on the likelihood of occurrence and the potential impact 
if the risk were to materialize. These are typically visualized using a heat map, which helps prioritize the 
most significant risks based on their level of exposure. Next, we present the levels of Probability and Impact 
established by NEUMÁTICA DEL CARIBE S.A., along with a visual representation of the heat map. 

 

       Probability 

“It is the likelihood or frequency with which an event or incident could occur within a given period of time.” 

The levels established for assessing the probability of occurrence are described below: 

 

 

 

 

 

 

 

 

 

▪ Impact 

 

Level 

 

Classification 

 

Description 

 

Frequency 

5 Very High Event occurs 
repeatedly / It is very 
likely to happen many 
times. 

The event could occur 
more than once per 
month 

4 High Event occurs with 
some regularity / It is 
likely to happen 
several times. 

The event may occur 
on average once per 
quarter. 

3 Moderate Medium likelihood of 
occurrence / It is likely 
to happen 
occasionally. 

The event may occur 
on average once every 
six months. 

2 Low Low likelihood of 
occurrence / It is 
unlikely, but possible. 

The event is not 
common; it may occur 
about once a year. 

1 Very Low Minimal likelihood of 
occurrence / May 
occur under 
exceptional 
circumstances. 

The event occurs 
exceptionally, possibly 
every two years or 
more. 



 
PROGRAM OF TRANSPARENCY AND 

BUSINESS ETHICS (B.T.E.P) 

CÓDIGO: PR-14 

VERSIÓN: 0 

REVISIÓN: 0 

VIGENCIA: 16/03/2026 

HOJA 27 de 53 

 
“Impact refers to the consequence that the materialization of a risk may have on a process or on the 

Company.” 

The impact assessment considers both legal and reputational impacts. The final impact level is determined 

by the higher of the two (legal or reputational). The defined impact levels are described below: 

 

 

 

Inherent Risk Assessment 

“Inherent Risk is the level of risk present in a process, activity, or project before any mitigation or 
management measures are applied.” 

Inherent risk is the result of combining probability and impact (before controls). These possible 
combinations are represented graphically in the following risk matrix: 

 

 

 

 

 

 

 

 

Level 

 

Classification 

 

Description 

 

Frequency 

5 Very High Event occurs 
repeatedly / It is very 
likely to happen many 
times. 

The event could occur 
more than once per 
month 

4 High Event occurs with 
some regularity / It is 
likely to happen 
several times. 

The event may occur 
on average once per 
quarter. 

3 Moderate Medium likelihood of 
occurrence / It is likely 
to happen 
occasionally. 

The event may occur 
on average once every 
six months. 

2 Low Low likelihood of 
occurrence / It is 
unlikely, but possible. 

The event is not 
common; it may occur 
about once a year. 

1 Very Low Minimal likelihood of 
occurrence / May 
occur under 
exceptional 
circumstances. 

The event occurs 
exceptionally, possibly 
every two years or 
more. 
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                                                        Very High 

 

                                                           High 

 

                                                            Moderate 

 

                                                             Low   

 

                                                           Very Low 

                                                                                            IMPACT 

 

 

                                                                                                                                   Low Risk              Moderate Risk              High Risk 

 

                                                                                     

 

 

Risk exposure levels are categorized as follows: 

• High Risk 

• Moderate Risk 

• Low Risk 

 

c. Control 
 

This stage includes the following: 

• Definition of controls associated with each of the identified risks, for each risk factor. 

• Determination of control strength, based on their design and implementation. 

• Calculation of residual risk, based on the inherent risk and the strength of the controls. 

 

 The following activities are included in this Control stage: 

 

     Control Stage Activities 

• Definition of Associated Controls 
 

Controls are the measures implemented to counteract the analyzed risk and can have effects in two 
directions: To prevent the risk from materializing, or to protect by reducing the impact if the risk occurs. 
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At this point, the controls associated with each identified risk — for each risk factor — must be specified or 
described. Additionally, the responsible party and the execution frequency for each control must be established. 

• Determination of the Strength of Controls 

Controls have two key components: Design and Execution. 
Design refers to how the control is structured based on the risk it is intended to mitigate; it reflects how 
appropriate or relevant the control is for addressing that risk. 
Execution refers to whether the control is actually carried out as it was designed. 

The evaluation of both components for each control results in the control’s strength, which will be classified into 
one of the following three levels: Strong, Moderate, or Weak. 

• Control Mitigation 

 
Once the strength of the control has been determined, it is necessary to specify what the control 
mitigates: the likelihood of occurrence and/or the impact. 
Generally, preventive controls mitigate the likelihood, while corrective controls mitigate the impact. 

• Residual Risk Calculation 

 
The severity of the residual risk is the result of combining the inherent risk rating with the evaluation of 
the controls, taking into account their strength. 
The calculation of Residual Risk (RR) considers the following aspects: 

Inherent Risk Assessment, Control Strength, Control Mitigation (Likelihood and/or Impact) 

The following section presents how the levels of likelihood and impact are adjusted based on the strength of 
the controls and the type of mitigation. 

 

El diseño es la forma como se encuentra estructurado el control según el riesgo que se quiere mitigar, 
indica el grado de pertinencia de este para mitigar el riesgo. La ejecución indica si efectivamente el control 
se realiza como ha sido diseñado.  

Ambos componentes evaluados para cada control dan como resultado la solidez del control. Está solidez 
va a estar dada en tres niveles según corresponda: Fuerte, Moderado y Débil. 

▪ Mitigación del control 

Luego de determinar la solidez del control, se debe indicar qué específicamente mitiga los controles: la 
probabilidad de ocurrencia y/o el impacto. Normalmente, los controles preventivos mitigan la probabilidad 
y los correctivos mitigan el impacto.  

▪ Cálculo del riesgo residual 

La severidad del riesgo residual es el resultado de combinar la calificación del riesgo inherente y la 
evaluación de los controles considerando la solidez de estos. 

El cálculo del Riesgo Residual (RR) tiene en cuenta los siguientes aspectos:  

Valoración del riesgo inherente, Solidez de controles y Mitigación de control (Probabilidad y/o impacto) 

A continuación, se muestran los niveles que se desplaza la probabilidad y el impacto, de acuerdo con la 
solidez de los controles y al tipo de mitigación. 
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d. Risk Treatment and Monitoring 

The main objective of this stage is to monitor the exposure level of identified risks related to Corruption and 
Transnational Bribery. This stage includes: 

• Implementation of action plans based on the results. 

• Monitoring of exposure levels through risk tracking and self-assessment of controls associated with 
each risk. 

The following describes the actions to be taken according to the residual risk exposure level obtained: 

Actions According to the Residual Risk Exposure Level 

High Residual Risk: 

Description: A high residual risk implies that the existing controls have not been sufficient to reduce the likelihood 
or impact of the risk if it occurs. 

Actions to Take: 

• Develop additional action plans to strengthen existing controls or implement new ones. 

• Example: Implement additional policies, train key employees, conduct more frequent audits, etc. 

• Monitoring and Reassessment: Once the actions are implemented, continuous monitoring of their 
effectiveness is required, followed by a reevaluation of the risk to adjust the risk rating and controls 
accordingly. 

Moderate Residual Risk: 

Moderate Residual Risk: 

For residual risks with moderate severity, it is validated whether preventive and/or corrective controls are 
established and feasible, which would mitigate the risk. In addition, periodic monitoring is carried out to track 
exposure levels and the feasibility of improving the controls associated with the risks. 

The evaluation of residual risks is mostly at this moderate level, given the high impact they would have if they 
were to materialize. 

Low Residual Risk: 

When a low residual risk is identified, it may be because the inherent risk was initially not significant or because 
there are sufficient effective preventive and/or corrective controls in place to mitigate the risk. In this case, a 
periodic review of the risks should be conducted to monitor their exposure and the effectiveness of the 
implemented controls. 

 

Control Strength Adjustment in Risk Levels Adjustment in Risk Levels

¿Mitigates Probability? YES NO

STRONG 2 0

MODERATE 1 0

WEAK 0 0

¿Mitigates Impact? YES NO

STRONG 2 0

MODERATE 1 0

WEAK 0 0



 
PROGRAM OF TRANSPARENCY AND 

BUSINESS ETHICS (B.T.E.P) 

CÓDIGO: PR-14 

VERSIÓN: 0 

REVISIÓN: 0 

VIGENCIA: 16/03/2026 

HOJA 31 de 53 

 
*** 
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ANNEX #5 - BASIC DUE DILIGENCE PROCEDURE AND ENHANCED DUE DILIGENCE 

1. Principle of Due Diligence. 

In accordance with Law 2195 of 2022, NEUMÁTICA DEL CARIBE S.A. must carry out due diligence measures 

to identify the Beneficial Owners, taking into account, at a minimum, the following criteria: 

▪ The natural person, legal entity, structure without legal personality, or similar entity with whom the legal 

business or state contract is concluded, must be identified. 

▪ The Beneficial Owners and the ownership and control structure of the legal entity, structure without legal 

personality, or similar entity with whom the legal business or state contract is concluded must be identified, 

and reasonable measures must be taken to verify the information provided. 

▪ Information will be requested and obtained to understand the purpose of the contractual relationship. When 

the state entity is the contracting party, the information must be obtained to understand the contractor's 

corporate purpose. 

▪ Continuous due diligence will be conducted throughout the contractual relationship, examining the 

transactions carried out during this relationship to ensure they are consistent with the knowledge of the 

natural person, legal entity, structure without legal personality, or similar entity involved in the legal business 

or state contract, their commercial activity, risk profile, and the source of funds. 

The information provided by the Counterparty must be kept up to date. 

2. General Considerations 

• During the due diligence process, any suspected bribery or corruption involving a Counterparty with an 

employee of NEUMÁTICA DEL CARIBE S.A. or a third party acting on its behalf must be promptly 

reported to the Compliance Officer, the legal representative, or through the whistleblowing channel. 

• The Basic Due Diligence and Enhanced Due Diligence processes will consider the behaviors 

established in Law 1778 of 2016, Law 1474 of 2011, Law 2111 of 2021, and Law 2195 of 2022, within 

the framework of crimes against public administration, corruption and transnational bribery, crimes 

against natural resources and the environment, and, among others, practices against free competition. 

• Basic Due Diligence and/or Enhanced Due Diligence processes will apply during the existence of the 

employment, commercial, or corporate relationship with the Counterpart; this is, as applicable: 

o Prior to entering into a contractual relationship, 

o With ongoing monitoring as long as the relationship is maintained; as follows: 

▪ Annually through transactional monitoring, 

▪ On-demand, based on alerts generated in the contractual relationship. 

o Upon termination of the relationship and thereafter, considering that the reactivation of a 

Counterparty must comply with the same requirements as if it were an initial connection. 

• In identifying the Counterparty, the following must be considered: 

o Those structures without legal personality or similar, 

o The identification of the Beneficial Owners and ownership and control structure, in the case of 

a legal entity, 

o The objective of the contractual relationship, 
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o Without exception, continuous monitoring. 

• Without exception, all Counterparties must provide the information required as a fundamental 

requirement for their affiliation, and their refusal will be considered a red flag, resulting in non-affiliation 

or disaffiliation, as the case may be. 

• The area of parameterization cannot create any third party without a basic due diligence, and in case 

this results in a match or an alert from the process owner or the Compliance Officer, they cannot 

proceed with creation without the authorization of the Compliance Officer. 

• The process owners will be informed of the deactivations resulting from the compliance with this 

procedure. 

•  Under no circumstances should the third party be informed that the non-affiliation is due to the 

verification carried out.Enhanced Due Diligence (EDD) will be conducted in cases where It is necessary 

to expand the verifications of third parties;It is determined that there may be an alert of a fraud, 

corruption, or bribery incident;The individual is a Politically Exposed Person (PEP) subject to 

investigations against public administration, or, if no such investigation exists, there is press information 

suggesting related conduct. 

• Any employee may request Enhanced Due Diligence when they consider that any Counterparty under 

their responsibility is involved in an Unusual Operation. 

3. Basic Due Diligence (BDD) 

Before entering into a relationship with a Counterparty, the person responsible for managing the negotiation 

must conduct a Basic Due Diligence (hereinafter BDD) to verify that the third party has no history related to 

crimes against public administration, environmental crimes, or incidents of corruption or bribery. 

 

The BDD will be handled by the process areas; in exceptional cases, it will be carried out by the 

compliance department. 

a. Identification of the Counterparty 

The following will be considered: 

• The person responsible for the negotiation must ensure that the information is fully completed in the 

form and corresponds to reality, and that it is signed by the third party or their representative (in the 

case of legal entities). 

• The information provided must match the data contained in the Tax Identification Number (RUT), the 

Certificate of Existence and Legal Representation (CERL), and/or the identification document, as 

applicable, which must be provided at the time of the engagement. The CERL should not be older than 

30 days. 

For foreign third parties, the incorporation certificate or its equivalent, depending on the terminology used in 

the country, must be requested. 

In case of any inaccuracies, the third party will be asked to correct them. If any alerts are identified in the 

provided information, it will be reported to the Compliance Officer. 

It must be verified that the CERL or the incorporation certificate indicates that the company is not in 

liquidation or cancelled, in line with the principle of the going concern and business continuity. Additionally, 

the company's social purpose must be identified and must align with the activity for which it is or will be 

engaged. 
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• The identification document of the legal representative must be verified to ensure it is legible and 

authentic. 

• The form must be completed in legible writing. 

• The ultimate beneficiaries of legal entities holding 5% or more of the company’s shares must be 

identified. 

• The third party must indicate if they (in the case of an individual) or their legal representative have the 

status of Politically Exposed Person (PEP). 

• Any alerts regarding corruption or bribery (C/ST) behaviors must be reported to the Compliance 

Officer. 

b. Update of Third-Party Information: 

 

The registration forms must be updated at least every two (2) years, whenever the third party's conditions 

of time or place change, or when, considering their risk exposure, it is necessary to update more 

frequently. 

 

In any of these cases, the procedures outlined in this document must be followed. 

c. Cross-checking with Restrictive Lists – Basic Due Diligence 

 

The company will have access to an online consultation system, which is a tool contracted with an external 

provider, that facilitates third-party checks against Restrictive Lists. 

 

Before engaging with a third party, the person responsible for managing the negotiation must perform a 

Basic Due Diligence (hereafter referred to as DDB) on the third party. This will involve verifying that the third 

party does not have any previous records related to conduct associated with C/ST (Corruption and 

Transnational Bribery); nor that such behaviors were observed in the initial relationship. 

4. Enhanced Due Diligence (DDI) 

 

This process may be carried out directly by the Compliance Officer, by the provider of Restrictive Lists, or 

another third party. 

 

The DDI will be conducted in any of the following cases: 

       a. DDI conducted by compliance. 

• Match in DDB 

When a match is identified in the third party’s consultation, a DDI may be carried out, as long as the 

results obtained are not conclusive based on the initial findings. 

• Identification of an alert 

A DDI will be conducted when an alert is identified in the commercial, contractual, or labor 

relationship, or if it triggers an alert in the transaction monitoring process. 
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• Third parties with PEP status 

The DDI will be conducted on third parties or their legal representatives with PEP (Politically Exposed 

Person) status. This will be a requirement for their engagement, and evidence of this process will be 

documented. 

If the third party does not indicate their PEP status, it does not exempt the company from the 

obligation to carry out the DDI. 

• Regarding the DDI 

When any of the above points are triggered, the Compliance Officer will initiate the process of 

information expansion, conducting verification of the third party in accessible public information 

sources. 

The results obtained from this verification will be reported to the corresponding process owner. 

Nevertheless, the Compliance Officer will assess, together with the process owner, if any of the Alert 

Signals provided in Annex #2 of the PTEE Manual are identified. 

5. Enhanced Due Diligence (DDI) conducted by an external provider 

 

Based on the results of the previous DDI, a request will be made to the provider of lists to carry out 

Enhanced Due Diligence. 

 

The information sources used by them are standardized. 

 

As with the previous point, the results obtained from this verification will be reported to the corresponding 

process owner. 

6. Other Necessary Investigations 

On demand, it may be necessary to conduct field investigations, which will be requested from the process 

owners to carry out. 

All information related to the previous sections will be safeguarded by the Compliance Officer with the 

appropriate confidentiality and managed under a proper handling protocol concerning the third party. 

7. Matches Found in Basic and Enhanced Due Diligence (DDB and DDI) 

 

When a match is found during the due diligence processes performed on third parties, it is necessary to conduct 

proper tracking to determine whether to proceed with or terminate the relationship. The following considerations 

must be taken into account: 

a. Homonymy 

 

In some cases, the search platforms used may return individuals with the same or similar names. To rule out 

exact homonymy, it is necessary to verify the identification information and cross-check it. 

If it is confirmed that it is a case of homonymy, the third party may be created or continue their association with 

the company. 

   b. Match in Restrictive Lists 

   If a third party appears in Restrictive Lists, it must be verified whether the individual has a first-instance 

conviction, which would be a conclusive reason to not proceed or to terminate the relationship. 

Each case must be analyzed, taking into account the corruption/transnational bribery (C/ST) and reputational 

risk to the company. 
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c. Match in the Media 

If a third party is mentioned in news reports related to criminal conduct, it is necessary to cross-reference this 

information with other sources to ensure it is not fraudulent. 

d. Match in Judicial Proceedings 

If a third party subject to due diligence is found to be involved in a legal proceeding, the following must be 

determined: 

• The nature of the case—whether it is criminal, civil, or administrative. 

• The type of relationship the individual has with the company (e.g., whether they act on their own 

behalf, are a legal representative, a PEP, or a beneficial owner). 

• If it is a criminal case, it must be evaluated whether it is under investigation, has a conviction, was 

dismissed, or the sentence has expired. 

• The nature of the offense must be determined, and whether it is related to C/ST. 

• If the individual has been convicted of an offense connected to C/ST, the third party must be 

deactivated or cannot be created. 

• If the sentence has been fully served, the Compliance Officer, together with the process owner, will 

decide whether the third party may continue. 

• Additionally, the Compliance Officer and the legal representative will assess the reputational risk of 

associating with a third party who, although not convicted, is under a formal investigation. 

• If the offense is not related to C/ST, it will be reported to the process owners. 

e. INPEC Prison Population 

If a third party is found to be incarcerated, according to INPEC (National Penitentiary and Prison Institute) 

records, they must be deactivated or cannot be created. 

 

 

*** 
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ANNEX #6 – GUIDELINE FOR THE PAYMENT OF COMPENSATION AND COMMISSIONS TO MPLOYEES 

AND THIRD PARTIES 

1.Corporate Guidelines Related to Employee Salary Policy and Variable Compensation  

Directives 

At NEUMÁTICA DEL CARIBE S.A, the development of our compensation practices is guided by the Salary 

Policy defined jointly with the Board of Directors of NEUMÁTICA DEL CARIBE S.A, and adopted by the 

company’s Legal Representative. This policy outlines how we pay our employees, with the goal of ensuring 

equity and competitiveness. 

It is emphasized that only compensation and bonuses within the framework of the employment contract between 

the employees and NEUMÁTICA DEL CARIBE S.A are permitted, and always in accordance with the parameters 

set by our salary policy and complementary guidelines. 

The provisions of the policy relate to salary assignment at various stages of the employment relationship, based 

on the position level, job evaluation, and internal salary bands. These guidelines also define the salary regime 

and complementary variable schemes according to the employee’s role and contribution. This approach aims to 

retain current employees for their performance and potential and to attract new talent through competitive 

compensation. 

The main elements of this policy include: 

• Determining the optimal pay level for employees based on the correlation between job impact on 

organizational results (Equity) and market remuneration levels (Competitiveness). 

• Compensating based on the level of responsibility and complexity of the position (Internal equity). 

• Rewarding the employee according to effort, performance, and job evaluation. 

 

 

1.1 Salary Policy 

This policy defines the guidelines, standards, and parameters for managing the company’s salary structure, 
establishing compensation management based on equity principles and market competitiveness, according to 
the type and evaluation of positions. 

Compensation is understood as any remuneration in cash or in kind received by a person for performing a job. 
It includes all guaranteed payments, short-term incentives or performance-based bonuses, and benefits. 

When evaluating positions against the market and defining internal salary bands, only the fixed monthly salary 
will be considered; other components will not be included in the analysis. 

• Guaranteed fixed compensation or monthly fixed salary is intended to reward the individual 
competencies and skills contributed by employees in accordance with their role in the organization. 

• Variable pay based on results or bonuses aims to communicate alignment with the organization’s goals 
and priorities. 

• Benefits are intended to contribute to employees' quality of life. 

Job evaluation is the method of weighting and assigning values to a set of variables inherent to each position, 
yielding results that reflect the relative differences between them. 

Internal equity refers to the alignment between the job’s value based on its content, complexity, and placement 
within the organizational structure. This is identified through job evaluation tools and the definition of internal 
salary bands. 

Salary competitiveness refers to a company's ability to offer compensation aligned with the labor market in which 
it operates. This can be assessed through salary surveys. 
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o Critical Positions: Senior management and executive-level roles that are directly involved with the 
company’s core business are compensated based on market levels. This category includes the Legal 
Representative and roles considered critical due to experience, technical knowledge, and business 
impact. 

o Key Positions: Executive-level roles that are difficult to replace are compensated based on market 
levels. This category may include directors and managers of departments or processes. 

o Expert Positions: Roles with a high impact on the business, either through commercial activity or 
expertise related to the core operations, are compensated according to market levels. This category 
may include analysts, coordinators, and supervisors. 

o Support Positions: Professional and operational roles in support areas are assessed based on 
different equity levels. Depending on their competencies and job fit, they may be compensated 
according to market equity as defined by the company. This category may include operational and 
assistant roles. 
 
 

 

 

 

 

 

 

For the hiring of new talents, reference salaries established for the position within the salary bands should be 
used, and the fixed salary allocation must not be less than 80% of the market median. Depending on the profile 
of the talent being hired, the salary can range between 80% of the reference salary or 100% of the minimum 
band. 

For internal promotions, transfers between companies within the corporate group, and job changes, the salary 
allocation should be at least 80% of the reference salary or final allocation immediately after the change occurs. 
Over time, adjustments may be made depending on performance development; in any case, care should be 
taken to ensure that these moves and/or promotions do not result in salary increases above 30%. If this happens, 
a 2-year process will be required to achieve leveling. 

Corporate Guidelines for Contractor Compensation 

Type of Position CRITERION MINIMUM MAXIMUM

Critical Role MEDIAN -Q3 100% Q2 120% Q3

Key Role MEDIAN 90% Q2 110%  Q2

Expert Role MEDIAN 90% Q2 110%  Q2

Support Role MEDIAN 90% Q2 110%  Q2

COMPESATION POLICIY
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At NEUMÁTICA DEL CARIBE S.A, we recognize that contractor payments are a crucial part of our interaction 
with external suppliers and independent contractors. Through this manual, we reaffirm our commitment to equity, 
fairness, and compliance with all applicable laws and regulations regarding contractor payments. 

We understand that paying contractors is not only a financial matter but also a manifestation of our values and 
our responsibility toward our stakeholders and society at large. Therefore, our procedures include aspects such 
as: 

• The guiding principles that inform our commitments and obligations toward our contractors. 

• The necessary requirements in the contractor hiring and selection procedures. 

• Payment terms and management based on what is established in contracts. 

• Resolution of conflict-of-interest situations and potential ethical violations. 

• Communication and reporting channels available to our employees and contractors. 

Additionally, NEUMÁTICA DEL CARIBE S.A declares that intermediaries or third parties should not be used to 
make improper payments on our behalf. Facilitation payments (payments made to a government official or 
businessperson to expedite a process) are prohibited. Such payments should not be made, even if they are a 
common practice in a particular country. Commissions or compensation in transnational transactions or business 
deals are also prohibited, and we have restrictions regarding the acceptance of gifts, as outlined in the Guideline 
on the reception and offering of gifts and courtesies. 

NEUMÁTICA DEL CARIBE S.A will not directly pay contractor employees either for work performed or as 
payment for favors. All payments must be channeled directly to the Contractor/Counterparty with whom we have 
a direct contractual relationship. 

 

*** 
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ANNEX #7 – PROCEDURE FOR STAKEHOLDER ENGAGEMENT AND POLITICAL PARTICIPATION 
 

Relationship with interest groups 

• With our shareholders  

Our actions are aimed at protecting our shareholders' investments and generating sustainable, long-term 
returns for them. 
 

NEUMÁTICA DEL CARIBE S.A will create mechanisms to provide shareholders with information equally, 
giving them more tools to exercise their rights. 

• With our customers  

We satisfy our customers' nutritional needs and supply requirements, building trustful relationships aimed 
at mutual long-term benefit. 

• With our suppliers 

 They are our partners in business success. Therefore, we select them through contracting processes to 
ensure transparency and healthy market competition, in alignment with the interests and values of 
NEUMÁTICA DEL CARIBE S.A. 

• With the communities  

NEUMÁTICA DEL CARIBE S.A develops its business activities seeking a balance between economic 
growth, social development, and environmental protection. 

• With the environment  

We are committed to the comprehensive development of our activities, which is why we go beyond 
environmental legislation and mitigate any environmental impacts we may generate through the 
development of each activity in our production chain. 

• With public officials  

NEUMÁTICA DEL CARIBE S.A and its employees maintain cooperative relationships with authorities and 
comply with the applicable laws in every location where we have a presence. 

• With competitors  

We are committed to protecting consumer rights and respecting fair and free competition, engaging in anti-
monopolistic practices and commercial loyalty. We also require the same from our competitors and other 
stakeholders. 

• With worker associations and unions  

NEUMÁTICA DEL CARIBE S.A guarantees its workers the right to free association and fully complies with 
labor laws and the International Labour Organization (ILO) conventions. 

• With the media 

 NEUMÁTICA DEL CARIBE S.A respects the independence of the media and facilitates their journalistic 
work. 

 
The spokesperson for NEUMÁTICA DEL CARIBE S.A will be the General Manager, and under no 
circumstances are employees of the organization authorized to act as spokespersons to any media outlet 
unless delegated by the General Manager. 

 

1. Participation in politics and with public officials 
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• Participation of NEUMÁTICA DEL CARIBE S.A  

At NEUMÁTICA DEL CARIBE S.A, we promote and defend democracy and freedom of business within the 
principles of equality and respect for people and their freedoms. 

 
NEUMÁTICA DEL CARIBE S.A will not engage in political campaigning, but will take positions in relation to 
declared principles and will ensure the rights and freedoms of our employees, regardless of their political 
affiliation. 

 
Without exception, the Board of Directors of NEUMÁTICA DEL CARIBE S.A will authorize donations and 
contributions to political parties and movements, regardless of their amount and nature. 

• Responsible participation in political activities  

We can personally participate in political processes, as long as: 

o We do so in compliance with the law. 

o We do so in our free time, outside of working hours and away from company facilities. 

o We do not reference our relationship with the company at political events. 

o We refrain from encouraging others to participate in political activities or contributions. 

o We refrain from exerting pressure on political representatives. 

o No employee will be rewarded or punished for their political affiliation. 

 

• Relationship with public officials  

The legal representative will designate, in accordance with the process and the relationship objectives, the 
employees who must act with integrity and honesty, being open and transparent about the purpose of the 
meeting, their identity, and their relationship with NEUMÁTICA DEL CARIBE S.A. 

 
When interactions occur with public officials, NEUMÁTICA DEL CARIBE S.A representatives must comply 
with all applicable laws, exercise good judgment and common sense, and act in accordance with what is 
defined in this Manual and the Business Integrity Code. 

 
In meetings with public officials, it is recommended that there be at least two delegates from NEUMÁTICA 
DEL CARIBE S.A to ensure transparency. 

 

*** 
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ANNEX #8 – DONATIONS GUIDELINE 

 

To establish the guidelines for the approval and management of donations made by NEUMÁTICA DEL CARIBE 

S.A., seeking to ensure transparency and traceability of the resources approved by those responsible. 

 

1.SCOPE 

 

This guideline applies to all monetary or in-kind donations made by NEUMÁTICA DEL CARIBE S.A. 

 

2. CONTENT 

 

2.1. GENERAL INFORMATION 

 
NEUMÁTICA DEL CARIBE S.A. may make in-kind or monetary donations to third parties, under the 
following general parameters: 
 

• Donations may be made to individuals, public entities, legal entities, and non-profit organizations 

engaged in meritorious activities, when these are aligned with NEUMÁTICA DEL CARIBE S.A.'s 

corporate and/or sustainability strategy, and the positive impact intended. 

• Donations must never represent a commercial or economic commitment. 

• Prior to the donation, a due diligence process will be conducted to ensure the compliance of the 

potential beneficiary, in order to verify their suitability. 

• If the due diligence process reveals any red flags that could pose a reputational or legal risk, the 

donation must not be made. 

• Under no circumstances shall donations be used as fronts for bribes, favoritism, or other illegal actions. 

• Donations may be made to political parties or movements, campaigns, or candidates whose moral 

values, orientation, and track record align with the values of NEUMÁTICA DEL CARIBE S.A., in 

compliance with current legal regulations regarding such donations. 

 

• Donation beneficiaries must: 

 

 

o Be aware of and accept NEUMÁTICA DEL CARIBE S.A.'s donations guideline. 

o Allocate the donated resources to the stated purposes. 

o Use NEUMÁTICA DEL CARIBE S.A.’s company name, trade names, trademarks, or images 

only with prior and express authorization from the donor. 

o Comply with the policies and guidelines of NEUMÁTICA DEL CARIBE S.A., including but not 

limited to: the Corporate Integrity Code, the corresponding SAGRILAFT manual, the 

Transparency and Business Ethics Program (PTEE) Manual, and any other applicable 

policies.  

 

• The following requirements will be taken into account for donations: 

 

o Donations may be made without a written contract when the donation amount does not exceed 

50 SMLMV (Current Legal Monthly Minimum Wages). In such cases, when no document is 

generated to prove the payment, either in money or in kind, the beneficiary must sign a receipt 

of donation, indicating the date and the amount received to their full satisfaction. 

o For donations exceeding 50 SMLMV, a contract must be executed, duly signed by both parties, 

and previously reviewed and approved. 

o Comply with all other legal requirements. 
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2.2. MONETARY DONATIONS 

▪ The authorization of monetary donations shall be the sole responsibility of the Board of Directors of 
NEUMÁTICA DEL CARIBE S.A., according to the approval levels established herein. 

▪ When it is the responsibility of the Board of Directors to approve monetary donations, it will be governed 
by the provisions set forth in its bylaws. 

▪ Payment of monetary donations will be made via bank transfer to the beneficiary’s account or to a trust 
established by the beneficiary, provided the trust’s purpose is related to the development of its activities, 
and subject to prior due diligence. 

▪ To request payment for monetary donations previously approved by the responsible level, the following 
information must be submitted: 

o Beneficiary entity 
o Beneficiary contact 
o Concept: reason for the monetary donation 
o Bank certification of the beneficiary receiving the monetary donation 
o Amount 
o Funding modality: from equity or from current-year income 

 

▪ This information must be sent via email by the General Management of NEUMÁTICA DEL CARIBE S.A. to 
the following departments to process the corresponding payment: Internal Audit, Legal, and Treasury. 

▪ The Internal Audit department will be responsible for coordinating the monetary donation with the 
accounting departments and for sending the payment request to the Treasury department, after 
completing the disbursement request and creating the third party as previously mentioned. 

▪ Below are the approval levels, based on the amount allocated for monetary donations: 

Donation Amount Approval Level 

0 – 10 SMLMV General Manager 

10 – 500 SMLMV General Manager  

500- 1000 SMLMV Junta Directiva  

 
2.3. IN-KIND DONATIONS 

 

• In-kind donations are understood as those made through goods or services, including but not limited to any 

of the following modalities: 

 

o Products manufactured and/or marketed by NEUMÁTICA DEL CARIBE S.A. 

o Property improvements. 

o Real estate. 

o Support for events and/or initiatives of communities near NEUMÁTICA DEL CARIBE S.A.'s 

operational centers. 

 

• In-kind donations will be delivered to the beneficiary and must be authorized by the legal representative. 

• The following approval levels apply according to the amount designated for in-kind donations: 

 

Donation Amount Approval Level 
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0 – 50 SMLMV General Manager 

50 – 500 SMLMV General Manager  

500- 1000 SMLMV Junta Directiva  

 

• In the case of real estate donations exceeding the statutory limitation established for NEUMÁTICA DEL 

CARIBE S.A., approval must be granted directly by the Board of Directors of NEUMÁTICA DEL CARIBE 

S.A., without prejudice to the statutory authorization of the company. 

 

2.4. DOCUMENTS AND DONATION CERTIFICATE 

 

• When a donation is authorized and the beneficiary is a “new” one, they must provide the following 

documents: 

o Updated RUT (Tax Identification Number) 

o Updated certificate of existence and legal representation 

o ID of the legal representative 

o Customer onboarding form 

o The Beneficiary must provide NEUMÁTICA DEL CARIBE S.A. with the donation certificate 

within fifteen (15) days from the date the resources are received. Additionally, it must include 

all the requirements established by current tax regulations. Notwithstanding the above, the 

document shall certify that the Beneficiary: 

o Is legally established and subject to inspection, oversight, and control by a state entity. 

o If it is one of the entities referred to in Article 19 of the Tax Statute (special tax regime, 

associations, foundations, non-profit corporations), it must have been qualified under the 

special tax regime prior to the donation. 

o Has fulfilled the obligation to file income and assets or income tax returns, as applicable, for 

the year immediately preceding the donation, unless it was established during the same tax 

year. 

o Manages donation income through deposits or investments in authorized financial institutions 

when the donations are in cash. 

 

• The donation certificate must be signed by the legal representative of the recipient entity and by the 

public accountant or statutory auditor, if applicable, and must include: 

 

o Date of the donation 

o Type of recipient entity, i.e., whether it is qualified under the special tax regime (Art. 19 ET) or 

categorized among the non-taxpayers as described in Articles 22 and 23 of the Tax Statute 

(nation, territorial entities, among others) 

o Type of donated good: cash (electronic transfer), in-kind, securities, etc. 

o Value or amount of the donation 

o Method of donation (payment method) 

o Purpose of the donation 

o Any other requirements established by current tax regulations  
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• The donation certificate must be issued by the beneficiary within 15 days after the donation is made, 

for tax and accounting purposes. 

• In cases where the beneficiary is unable to provide the donation certificate with the required 

documentation as stated, it will be up to the person responsible for donations to decide whether or not 

the donation will be granted. 

2.5. ACCOUNTING RECOGNITION AND MEASUREMENT 

2.5.1. Cash Donations 

 
The General Management will inform the Corporate Financial Management of the beneficiary and the 
disbursement amount, in order to define whether it is an equity donation or one that impacts the income 
statement. 

 
In all cases, accounting recognition will be made in the month the payment is made, following the report from 
General Management. 

 
If the donation is classified as equity-related, General Management must attach the board resolution from the 
Board of Directors of NEUMÁTICA DEL CARIBE S.A. The accounting impact will affect the equity reserves 
indicated by Corporate Control, against the corresponding liability. 

 
If the donation impacts the income statement, it will be recorded as other non-operating expenses. 

 
In both cases, General Management is responsible for sending the necessary information to the 
Parameterization area to create the beneficiary (if new), including the bank account to which the donation will be 
transferred. 

 
The disbursement request and its submission to the Accruals area will be handled by the Consolidation area, 
and the document will be approved by the Tax Director. Once approved, the Treasury area will be responsible 
for making the payment. 

 

2.5.2. In-kind Donations 

 
These donations are recognized directly in the income statement for the corresponding month as other non-
operating expenses. The responsible area must report to the business accountant the composition of the 
donation to be delivered (quantity, amount, and description of the donated item). 

 

2.6. TAX ASPECTS 

 

• The legal entities eligible to receive donations that qualify for tax deductions are: 

o Non-taxpayer entities as defined in Articles 22 and 23 of the Tax Statute. 

o Non-profit entities qualified under the special income tax regime that meet the requirements 
of Article 125-1 of the Tax Statute. 

• It must be verified that donations made to non-profit entities engaged in meritorious activities are 
registered in the RUT with responsibility code 04 "special regime" (not code 05 "ordinary regime"). To 
ensure this: 
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o Verify in the updated RUT, dated the same day as the donation, that the entity belongs to the 

special tax regime. 

o The body of the donation certificate must include a clause stating that they belong to the 
special tax regime: 
“… that the entity is subject to the special tax regime and complies with the provisions of the 
Tax Statute for purposes of tax deductions on donations.” 

o At the time the donation is delivered, an updated copy of the RUT must be submitted to support 
the tax deduction. 

                                                                                                    *** 
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ANNEX #9 – PROCEDURE FOR HANDLING CASH TRANSACTIONS 

 

1. General Consideration 

 
At NEUMÁTICA DEL CARIBE S.A., cash transactions equal to or greater than ten million Colombian pesos 
(COP $10,000,000) or its equivalent in another currency, based on the exchange rate on the day the transaction 
is carried out, shall not be performed. Transactions of such amounts must be processed through the financial 
system. 

2. Registration of Cash Transactions 

 
In the event that it is strictly necessary to carry out any cash transaction for the amounts mentioned above, the 
corresponding registration and reporting must be completed as follows: 

 

• Clients 
The Accounts Receivable department must inform the Compliance Officer monthly about any cash 
transactions equal to or greater than COP $10,000,000 or its equivalent. 

 

• Suppliers 
Similarly, the Treasury Department must inform the Compliance Officer monthly about any cash 
transactions equal to or greater than COP $10,000,000 or its equivalent. 

 

It is important to note that cash payments processed through the financial system will not be reported, in 
accordance with the applicable regulations. 

*** 
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ANNEX #10 – GUIDELINE FOR PETTY CASH AND PERMANENT FUNDS 

 

1.Objective 

 

To regulate the allocation, management, and use of the Permanent Funds / Petty Cash of NEUMÁTICA DEL 

CARIBE S.A., which are required by its employees to carry out their work-related activities. 

 

2.Scope 

 

This guideline applies to all employees or departments of NEUMÁTICA DEL CARIBE S.A. that utilize a 

Permanent Fund / Petty Cash (hereinafter “Permanent Fund”) for the development of their activities. 

 

3. General Considerations 

 

 

▪ Permanent Fund: A monetary resource allocated by NEUMÁTICA DEL CARIBE S.A. to an employee, with 

prior authorization from their immediate supervisor, for the ongoing monetary needs required to fulfill their 

duties and cover expenses inherent to the role. This resource is not considered part of the employee’s 

salary. Examples include petty cash and/or advances for drivers, sales representatives, refreshments, taxi 

and bus fares, office supplies, etc. 

▪ The amount allocated to the employee will cover their expenses for a 15-day period (based on statistical 

data). For management purposes, a debit card will be issued under the company’s tax ID (NIT), identifying 

the advance (permanent fund) assigned to the employee. This measure avoids the use of advances and 

deposits into personal savings or checking accounts that could have negative tax implications for the 

employee. 

▪ To maintain a continuous flow of resources, the employee must regularly submit expense reports for 

reimbursement or accounting. 

▪ The Finance Department will handle and monitor the contracting of debit card services, manage any issues 

related to the bank or the employee’s use, and ensure proper documentation from a legal and responsibility 

standpoint. 

▪ Immediate supervisors of the employee receiving the fund are responsible for all control activities, expense 

legalizations, audits, and incidents such as card blocking, loss, or cancellation of the fund. They must also 

manage situations arising from sick leave, vacations, or employee separation. 

 

 

3. Fund Allocation and Management 

 

▪ The following aspects must be considered when assigning a permanent fund to an employee: 

▪ The request for the fund must be submitted by the Manager responsible for the area to which the employee 

belongs (regardless of the employee’s position). 

▪ The Finance Department will assign an amount equivalent to fifteen (15) days of expenses. The fund will 

remain active until the responsible management indicates otherwise and/or the employee leaves the 

company. 

▪ Periodically, the person responsible for the fund must account for the expenses using the designated form 

(“Expense Report for Non-Travel Expenditures”), submitting it physically and under the supervision of their 

immediate supervisor. Once reviewed by the Billing Control team, the expenses will be accounted for, and 

the Treasury Department will transfer the corresponding funds to the debit card and notify the employee of 

the amount deposited and/or reimbursed. 



 
PROGRAM OF TRANSPARENCY AND 

BUSINESS ETHICS (B.T.E.P) 

CÓDIGO: PR-14 

VERSIÓN: 0 

REVISIÓN: 0 

VIGENCIA: 16/03/2026 

HOJA 49 de 53 

 
▪ If one of the registered vendors becomes a recurring provider, their registration must be requested, 

complying with all the established requirements. 

▪ A maximum of 5 transactions per month may be made, with a limit of COP $3,000,000 per transaction. Any 

excess must be explicitly authorized by the Sales Management. 

▪ Without exception, the fund custodian must promptly report any unusual activity related to the fund. 

▪  The immediate supervisor of the employee responsible for the fund (with the overseeing responsibility held 

by Management) must conduct periodic controls through supervision of ongoing expense reporting and 

supporting documentation, as well as random audits, and audits triggered by vacation, medical leave, or 

contract termination. During these audits, all supporting documents and any pending items must be 

reviewed. The sum of the balance on the debit card, cash on hand, invoices, reimbursements, and other 

pending documents must equal the total amount assigned to the fund custodian. 

▪ The Accounting Department, in coordination with the business areas benefiting from the funds, will 

determine the eligible expenses and the required supporting documents. 

 

 
***  
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ANNEX #11 – DOCUMENT MANAGEMENT PROCEDURE 

 

Objective 

 

To establish guidelines regulating document management in compliance matters, in accordance with the 

provisions of Chapter XIII of the Legal Basic Circular issued by the Superintendence of Companies. 

 

1. General Considerations 

 

The company will design its documentation structure in such a way that it satisfies not only the requirements for 

preservation and security but also information retrieval; if necessary, a shared folder will be requested from the 

IT department with the appropriate security measures. 

 

• All stored information must be safeguarded using technological resources that ensure its availability and 

security; therefore, management must provide the necessary means to guarantee this condition. 

• Misuse of information will be sanctioned in accordance with the company’s internal labor regulations. 

• Information requests from internal or external assurance bodies (audit or oversight activities) will be 

recorded and stored for traceability purposes. 

• The storage of documents and records maintained by the archiving area must be properly tracked, making 

it easy to locate and present them should they be requested by a supervisory entity. 

• Management reports related to compliance matters must be retained for no less than 10 years, in 

accordance with Article 28 of Law 962 of 2005 (or any regulation that amends or replaces it), and in no case 

less than 5 years after the report was issued. 

 

2. In Relation to the AML/CTF Compliance Program (PTEE) 

 

• All types of business transactions and international operations, whether carried out directly by the company 

or through a third party. 

• All forms of engagement with Politically Exposed Persons (PEPs) and foreign public officials. 

• All documents submitted by counterparties for onboarding must be properly stored to ensure their availability 

if needed. 

• The content of the Basic and/or Enhanced Due Diligence supporting documents must be properly 

documented, including the date of validation and the name of the employee who carried out the verification. 

The result of this information is confidential and must be stored in records that guarantee appropriate 

handling of sensitive content. 

• Basic due diligence documentation accompanies the counterparty onboarding form. In contrast, Enhanced 

Due Diligence documents will be under the custody of the Compliance Department and shared with process 

owners depending on the relevance of the verification results. 

 

*** 
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ANNEX #12 – GUIDELINE ON THE RECEIPT AND GIVING OF GIFTS AND COURTESIES 

 
1. OBJECTIVE 
 
This guideline aims to regulate the receipt and granting of Gifts, Courtesies, Sponsorships, Gratuities, and 
Travel Expenses as defined in the Corporate Integrity Code and the AML/CTF Compliance Manual (CTEP). 
 
2. DEFINITIONS  
 

• Courtesies: Any form of hospitality or invitation, different from a gift. 

• Third Parties: Includes clients, contractors, suppliers, shareholders, intermediaries, and public 
officials. 

• Sponsorship: Financial support given to an activity or third party in exchange for some form of return, 
generally for advertising purposes. 

• Gratuity: The giving of gifts or favors in exchange for something either immediately or in the future, in 
which NEUMÁTICA DEL CARIBE S.A. may have or seek to gain influence or benefit. 

• Gift: Any type of tangible present or offering, consumable or not, given voluntarily without the 
expectation of something in return. 

• Travel Expenses: Funds provided to a traveler for subsistence, including lodging, meals, laundry, and 
transportation. 

 
3. GENERAL GUIDELINES  

• Neither employees nor third parties are allowed to give, receive, or offer items or hospitality considered 
Gifts and/or Courtesies when their value is equal to or greater than 40% of the Colombian monthly legal 
minimum wage (SMMLV). 

• No employee may give or receive gratuities under any circumstance. 

• Under no circumstances should such acts compromise the objectivity of relationships with third parties. 
 

4. RECEIPT OF GIFTS AND COURTESIES 
 

Prohibitions 

• Gifts in cash or any commercially tradable item convertible to cash (e.g., gift cards, securities, etc.) with 
a value equal to or greater than 40% of the SMMLV, whether for the employee, close relatives, or 
related parties, shall not be accepted. 

• Gifts addressed to former employees may not be received and must be handed over to the Human 
Resources Department for appropriate allocation. 

• Invitations that may harm the reputation of the company shall not be accepted. 
Duties 

• Any gift sent to an employee in breach of this guideline, whether it is delivered to company premises or 
to the employee’s residence, must be reported and handed over to the Human Resources 
Management, as follows: 

• The recipient must notify the Human Resources Department via email and report it to the integrity 
hotline or Lineadeintegridad@neucaribe.com. The notification must include the content and estimated 
value of the gift, and indicate whether it was returned or handed over. 
-Human Resources may deliver the received items to organizations they deem appropriate but may not 
use them for the benefit of company employees. 

• The rules and prohibitions on receiving gifts also apply to prizes won through raffles, contests, or events 
organized by third parties. 

• Invitations to academic events, sponsorships, and travel expenses covered by third parties must be 
addressed to NEUMÁTICA DEL CARIBE S.A. and must be authorized by a member of the executive 
committee who holds a superior hierarchical position within the relevant business unit, service area, or 
corporate department. 

 



 
PROGRAM OF TRANSPARENCY AND 

BUSINESS ETHICS (B.T.E.P) 

CÓDIGO: PR-14 

VERSIÓN: 0 

REVISIÓN: 0 

VIGENCIA: 16/03/2026 

HOJA 52 de 53 

 
These invitations must not be frequent and must be made within the context of the ordinary course of business 
of NEUMÁTICA DEL CARIBE S.A. 

• The prohibitions outlined in this guideline will be communicated annually to all suppliers. 
 
 
5.GIVING OF GIFTS AND COURTESIES 

 
The giving of Gifts and Courtesies by NEUMÁTICA DEL CARIBE S.A. to Clients, Suppliers, and Employees 
must respect the principles and limits established in this guideline. 
 
Gifts, Courtesies, and Sponsorships may be granted only when aligned with the ordinary course of business of 
NEUMÁTICA DEL CARIBE S.A. 
 
Gift-giving activities carried out by the Human Resources Department to employees during special events (e.g., 
Christmas, corporate celebration days) shall follow their own specific internal guidelines. 
 
Note: This directive does not regulate charitable donations. 
 
6. POTENTIAL CONFLICTS 

 
Any potential conflicts that may arise will be reviewed and resolved by the Corporate Integrity Committee. 
 
7. SANCTIONS 

 
Failure to comply with the provisions in this guideline will be handled in accordance with the Internal Work 
Regulations of NEUMÁTICA DEL CARIBE S.A. 
 
 
 

*** 
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ANNEX #13 – CHANGE HISTORY 

*** 


